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(b) Any written request to the 
A&TBCB for existing records prepared 
by the A&TBCB for routine public dis-
tribution, e.g., pamphlets, copies of 
speeches, press releases, and edu-
cational materials, shall be honored. 
No individual determination under 
§ 1120.32 is necessary in these cases, 
since preparation of the materials for 
routine public distribution itself con-
stitutes that a determination that the 
records are available to the public. 

(c) This subpart applies only to rec-
ords that exist at the time the request 
for information is made. (See § 1120.3, 
Existing records.) 

§ 1120.23 Where requests for agency 
records must be filed. 

A written request for records must be 
filed with the A&TBCB Freedom of In-
formation Officer, Suite 501, 1111 18th 
Street NW., Washington, DC 20036. Re-
quests may be mailed to that address 
or filed in person at that address dur-
ing the A&TBCB’s normal business 
hours. 

[45 FR 80976, Dec. 8, 1980, as amended at 55 
FR 2520, Jan. 25, 1990] 

§ 1120.24 Misdirected written requests; 
oral requests. 

(a) The A&TBCB cannot assure that a 
timely for satisfactory response under 
this subpart will be given to written re-
quests that are addressed to A&TBCB 
offices, members, or employees other 
than the Freedom of Information Offi-
cer listed in § 1120.23. Any A&TBCB 
member or employee who receives a 
written request for inspection or dis-
closure of A&TBCB records must 
promptly forward a copy of the request 
to the Freedom of Information Officer, 
by the fastest practicable means, and 
must, if appropriate, commence action 
under § 1120.32. 

(b) While A&TBCB members and em-
ployees will attempt in good faith to 
comply with oral requests for inspec-
tion or disclosure of A&TBCB records, 
by telephone or otherwise, these re-
quests are not required to be processed 
in accordance with this subpart. 

§ 1120.25 Form of requests. 
A request must be in writing, must 

reasonably describe the records sought 
in a way that will permit their identi-

fication and location, and must be ad-
dressed to the address set forth in 
§ 1120.23, but otherwise need not be in 
any particular form. Each request 
under the Freedom of Information Act 
should be clearly and prominently 
identified by a legend on the first page, 
such as ‘‘Freedom of Information Act 
Request.’’ The envelope in which the 
request is sent should be prominently 
marked with the letters ‘‘FOIA.’’ It is 
helpful, but not necessary, for the re-
questor to include his or her phone 
number and the reason for the request. 
A request may state the maximum 
amount of fees which the requester is 
willing to pay. Under § 1120.33(d), the 
failure to state willingness to pay fees 
as high as are anticipated by the 
A&TBCB will delay running of the time 
limit and delay processing of the re-
quest, if the responsible official antici-
pates that the fees chargeable may ex-
ceed $250.00. 

[45 FR 80976, Dec. 8, 1980, as amended at 52 
FR 43195, Nov. 10, 1987] 

§ 1120.26 Deficient descriptions. 

(a) If the description of the records 
sought in the request is not sufficient 
to allow the A&TBCB to identify and 
locate the requested records, the office 
taking action under § 1120.32 must no-
tify the requestor (by telephone when 
practicable) that the request cannot be 
further processed until additional in-
formation is furnished. 

(b) The A&TBCB must make every 
reasonable effort to assist the re-
questor in formulating his or her re-
quest. If a request is described in gen-
eral terms (e.g., all records having to 
do with a certain area), the A&TBCB 
office taking action under § 1120.32 may 
communicate with the requestor (by 
telephone when practicable) with a 
view toward reducing the administra-
tive burden of processing a broad re-
quest and minimizing the fee payable 
by the requestor. Such attempts must 
not be used as a means to discourage 
requests, but rather as a means to help 
identify with more specificity the 
records actually sought. 
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